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Personnel Administration. By Ordway Tead and Henry C. 
Metcale. New York: McGraw-Hill Book Co., 1920. 
Pp.538. $5.00. 

Students who have been awaiting a statement of the principles of 
personnel administration will find this book worthy of consideration. 
It is an attempt "to set forth the principles and the best prevailing 
practice in the field of the administration of human relations in industry." 
It is addressed to employers, personnel executives and employment 
managers, and to students of personnel administration. Personnel 
administration is defined as "the direction and co-ordination of the 
human relations of any organization with a view to getting the maxi- 
mum necessary production with a minimum of effort and friction and 
with proper regard for the genuine well-being of the workers." 

The field of administrative activity covered includes personnel 
department, employment methods, health and safety, education, 
research (job analysis and job specification), rewards, administrative 
correlation, and joint relations. The authors have placed the primary 
emphasis upon the matters of organization and administration rather 
than upon the more specialized elements introduced by the technical 
psychologists. Whatever may be their merits, the psychological con- 
tributions are only a detail in the general problem of personnel administra- 
tion, and they can be fully utilized only in connection with a properly 
conceived plan of general administration. It is the particular merit 
of this book that it does present the fundamental principles involved 
in the basic problem of organizing personnel work. 

This is without doubt the best general book that has appeared in 
the field. Instructors interested in outlining courses in personnel 
administration should give this volume careful consideration. 

R. W. Stone 
State University op Iowa 



